
To report and view balances, choose to run the Year to Date Budget Report from the GVI 
Department Menu > GVI Inquiry and Reports.   
 

 
 
Choose SEG FIND from the left side menu and the following screen will appear: 
 



 
 
Enter the Department in the department section and choose the ACCEPT  tool button.  
This will find all accounts related to the department.  Th number of accounts found will 
display as shown below. 
 



 
 
 
 
Choose REPORT OPTIONS from the left side menu.  This will set how the report is to 
be sorted and totaled. 
 



 
 
 
Choose to run the report to be sorted by the following above. 
 
This report will be very large so it is also suggested at this time to run without any detail 
as shown on the ADDITIONAL OPTIONS TAB 
 



 
 
Choose the ACCEPT   tool button to save these report options. 
 
Choose FILE and EXIT to return to the main report screen and to print the report. 
 



 
 
Choose to print the report by choosing FILE and OUTPUT from the menu bar or display 
the report on screen by choosing the DISPLAY  tool button.  The report can also be 
exported to excel by choosing the EXCEL  tool button located on the menu bar 
(choose the >> tool button to see this option as shown below) 

 
 
 
 
 
 
 
 
 


